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The following table shows payroll charzes 1o ABE Program Funds that were nol supporred by
documentation and are considered 1o be Juestionable costs:

Payroll Period July 2008 to june 2009

TABLE A

A 8
Number of Questionable Questionable
Employees paid Cost Cost

from: o -
Fund 220 $ 657,225.04 181 110 out of 191 $ 168,949.87
Fund 223 $ 182,B28.08 25 3 out of 25 3 13,212.05
Fund 382 S 29276.77 1 0 5 -
Fundg 209 5 2,238.08 2 1]
Fund 309 S 1,318.36 3 0

Total S 872,887.33 222 113 $181.506.07

The following table shows twelve instructor employees’ payroll payments were incorrectly

charged to Program Funds 220 and 382-

TABLE B
Payroll Period July 2008 vo June 2009
Number of Instructor Employees
Incorrectly paid from Fund 220 Amount e
11 S 194,113.52 Fund 309
2 $ 2513971 Fund 209
Syb-total S 219,253.23
Numher of Employees Incorrectly
paid from Fund 382
1 $ 39,988.1% Fund 223
Sub roral &  39,988.15
Grand Toval S 259,241.38

2. ABE Department Program Manager does not have an adequate budgerary planning
system and displays a lack of knowledge in grant compliance,

» ABE budget was not srategizally planned to expend approved grant funds within the
grant period

Three funds were significantly under spent: Fund 209 (69.8%), Fund 309 (57.8%) and
Fund 382 (63.8%). The grani period ended for two of these funds on June 30, 2009 (see
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table C below). In addition, th2re are negative balances within he budact line codes
including general operational fund code (199). Funds were not allocated 1o certain line
codes, but expenditures were charged crearing negative amoumrs in the line code
balances for & total amount of $171,423 .45 (see Table D).

TABLE C

7/1/2008- 1

208 | Correction | 13072009 12¢,672.00 88,431.36 0 3%,240.64 | 69.8%

] 7/1/2008- .
220 | ABE-Fed 6/30/2009 2,44¢.,887.13 1,860,970.63 0 584,916.50 | 76.1%
9/1/2008- , ,-

223 | TANF 8/31/2009 29t,607.00 251,767.65 0 4$5,839.35 84.3\9.6‘
ADULTED -
ENGLISH i ‘

309 | LIT& 7/1/2008 10,199 00 58,531.89 0 42,667 11 | S7.8%

6/30/2009 B
CIvICS S
(M-309) )
9/1/2008- .

381 ( ABE-Stare 8/31/2009 54%,175.00 402,187.42 4804271 92,948.87 | 82.9%
TANF- 9/1/2008- . e e

382 | Srape 8/31/2009 16: 985 00 10187343 1,299 00 5471257 | £3.8%

Tesal {7 o 1S 3.675.52998 | S o 76386238 | & 4934171 | 'S " 465.325.04 | 76 4%
TABLE D
h pasd X7 N ‘.‘7’"."{“3".,"'"'—-:\, ’\37{}‘35 Yo 77
T aw TN TNy e '+ ,‘. AR
199 6143.6216,6146,612 0 $ $
486399 5.637.78 (5.637.78)
209 6142,6145,6146.614 0 s $
3.6141,6118.8 6117 4,807.01 (4,807.01)
6112.6115,6117,611
8.6119.6121,6122,61
25.6127.6129.6141.6 3 $
42.6143 6145 6146

Program Manager displayed 2 Jack of knowledge in grant compiiance

When the ABE Program Manager was interviewed, there was lack of knowledge in
the following regulations and requirements:

o]

Employees working with the ABE Department must complete an application

yearly to adhere wira the regularion that all employees’ data must remain
cuirent.

Allowable costs regulations
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o Time and effort requiremenis
o Splir funded payroll requirements

» During the audir, 1t was brought 10 our anention by vanous ABE employces that the
ABE Manager was i violanon of: the district payroll policy, grant fumsd accounung
and federal regulatory requirements. Imernal Audir, as well as, the Ombudsman
department interviewed emrloyees and documented the empioyee harassment and
intimidation that was practiced by the ABE Manager. Intemal Audit could not
interview employees in the workplace without the ABE Manager presenr; ABE
employees had 1o meet the suditors elsewhere 10 have a candid conversation about
their operation.

3. ABE Department does not have formal procedures in place to timely order and deliver
non capital fixed assets to appropriate staff to be used in the current grant periad.

We discovered items ordered for use in SY 09 were unopened. The acquired dates of the
non-capiral equipment were purchassd near the end of the grant period, from February 2009
1o May 2009 (sce table below). Therefore, the equipment was not used during the entire
contract period allocared by the Notice of Grant Award for funds 309 (El Civic) for the
periad of 7/1/08 10 6/30/09, 381 (ABE State) for the period of 9/1/08 1o 8/31,09, and 382
(TANF) Srate for the period 0f 9/1/03 1o 8/31/09.

TABLEE

Laptop - ThinkPad

309 1Cvic | T61a 2/13/2009 2 $2.457.54 Y (stdlin boxes)
Aver Meda Digital
Camera - Model #
309 LCivic | CP150 571172009 6 $2,970.00 Y (sgll i boxes)
381 ABE Seate | ThinkPad TS00 2/27/2009 s $6,143.85 Y {stdlm boxes)
382 TANF State | ThinkPad 1500 2/27/2009 2 §2.457.54 Y {scdlin boxes)
ProFinish XL 38" Cold
382 TANF State | Laminating System 47272009 1 $4,594.90 Y (sl in baxes)
CAP
CANPSATO001SGRY -
Digital Camera, 10MF $408.00
382 TANF Stare | 4x OPT 2oom_Gray 4/23/2009 2 Y (sull in boxes<)
AverMedia Digimal
Pocument Camera -
382 :I‘@NF Sgare rM:o“del Aveersggn 130 i 5/8/ 2})09 3 d $1.059.00 Y 1,5.“!1 in boxe:j
Tomis | 1721 | gsonepas '
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Recommendations

We recommend the Executive Director ¢f Parent Services:

1. Separate ABE hiring process from the ABE Department.
This process should fall undsr the Human Resource Department which will provide
proper oversight of the quulification and required documentation of prospective
employees. Meanwhile, until this change is approved by senior managcment 10 take
place, we recommend the ABE Program Manager implements hiring procedures that
require the following:

Proper documemtatior of the inferview and selection of each employee

Have each employe:: complete an employment appl.cation and submit a
resume

Document what activity the employee will be performing, and 1o which fund
the charges will be apphed

Keep information for cach employee current by having cach employee submit
an apphication each grant peried

Keep all documentation above in each employee’s file in a sute and secure
location.

2. Require the ABE Deparnnent strictly adhere to proper hiring practices to
reduce the risk of hiring unqualified employees.

3. Regquire Straregic Planning

Implement a strategic plan for the various Program Fund expendimures that
align with the applicsble Notice of Grant Award coanfract period.
Expenditures should be timely in order 1o meet the objectives of the Program.
Class schedules planned with the number of employees needed to achieve
program objectives and clear documentation as to the responsibilines required
under the program the employee was hired. This schedule is to be updared as
often as needed.

Students’ sign-in sheets are 1o be completed with their printed name and
signature for all classes appearing on the class schedule at the time class is in
session.

To address TABLE IE, a 1actical plan for the upcoming program year should
be established for the purchase and use of non-capiral assets.

4. Ensure Payroll Reporting Frocedures are Followed:

All employees use the biomemric clock to sigh m/our when v/orking ar a
facility where there is a hiometric clock available

Set up a biometric clack activity code which will link the employee’s activity
10 the proper fund and function code

At sites where there i no biomertric clock, all employees must sign in‘out with
the actual ime of arrival/deparmure at the facility and document the gram
funded activity being performed on the sign in/our sheet
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» Employees should no. be allowed 10 work from home ou grant funded activity
where there is no supervision of the actual ime worked

5. Ensure Correction is made to Program Fund Payroll Charges:
* Payroll charges appearing in TABLE B should be made 1o the correct Fund
* Questionable costs appearing in TABLE A should be addressed with
explanations ar possible corvections with supporting documentaticn.

6. Requirements for an ABE P'rogram Manager
In addition, ABE Program Manager is required 10 be knowledgeable abowut the grany
programs under his/her direction and competent to properly manage these programs
10 be in compliance with Federal Gramy Regulations; we recommend such person to
manage the ABE Grant Program.

Management’s Response

Based on the findings reported, it appears thar this audit has identified findings similar 10 Aduly
Basic Education (ABE) audir, conductzd March 10. 2009, That is, the aforementioned audit
examined one grant with a focus on overtime expenditures, hourly personrel, and grant program
requirements for time and effort. The cwrent andit (July 2009) examined all six grants for
payroll expenditures and non-capital equipment. The first and second audits occurred within a
span of approximately 4-6 months.

Specifically, the initial andit (March 2009) found unreasonable expenditares pertaining to use of
support (hourly) staff and subsequent overtime payments. Overall recommendations included:
(1) revamping and implementing controls for the hiring process, (2) elicunating wrreasonable
overme (pertaining To hourly employe:s) and payroll documentation/reporting procedures, (3)
implementing controls for personnel expendimres and budget reconciliation.

Similarly, the current andit (July 2009) ulso found discrepancies with: (1) the hiring process and
related documentation, (2) excessive unspent monies, (3) gaps/discrepancizs in payroll
documentation, (4) unassigned new non-capital equipment (laptops), (5) payrell ¢iscrepancies
related 10 ume and efforr and grant program, and (6) “the auditor was obstructed from
communicating with employees about various ABE operational procedures

In response 1o the finst (March 10, 2009) audit an interdeparumental Task Force was formed
comprised of deparmments and staff as follows:
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Department Position

Chief of Sraff Compliance
Human Development Central Staffing
Internal Audit Aucitor

Payroll Specialist

Grany Budget Manager

Adult Basic Education Dircetor

Parent Services Execunive Director

The ABE Task Farce also reviewed the March 10th audit report, developed an action plan, and
met regularly to monitor progress. The most salient components included: (1) developing a
hiring process for exempr and non-ex:mprt staff to ensure payroll cosls are raasonable, (2)
eliminating the hiring of full-time non-exempr (hourly) personnel, (3) developing job
descriptions in alignment with grant program Yequirements and conumunicaling program
changes.

Orther critical program improvements included the following:

L]

Developed budger spreadsheet tracking all expendires — October 2008

Identified of budget negatives and subsequent notification 1o the budget depa-tment
November/December 2008

Monirored of budget managers reporrs — November 2008

Norified and handed off payroll negatives to the budget department — Deceinber 2008
Alignment of personne] line codes and granis in conjunction with Human Resources -
November 2008 and February 2008

Conducted rime and effort initiat ve (developed spreadsheert, updated spreadsheet for time
and effort payroll) — May 2009

Subminted rime and effort correcrions to budget department - May 2009

Hired of budget specialist — May 2009

Other critical program challenges included the following:

Hiring freeze due 1o district finarcial cnisis and employee layoffs — Seprember 2008
Budget corrections not completed by budget department until June 2009

Labor distribution problems with payroll software thay creates budget negatives
Relocarion of office from Ervay .0 Service Center 11 — March 2009

Program manager placed on leave — July 2009

Interim director assigned — August 2009
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1. Separate the ABE hiring process frcm the ABE Department:

Acknowledgement of findings and recommendations: The ABE Department has
implemented a stnngent process and controls for hiring including postings aligned with
grangs, applications, interviews, reference checks, and hiring. These efforts began after
the March 2009 audir and contir ue at present. Nonctheless, the audit findings pertain to
new hires that occurred prior 1o the audit. Going forward, the ABE Dicpartment, i
conjunction with Cemiral Staffing, has capacity 1o manage the hiring process. A
committes will interview applicants and make recommendations for hire.

Descriprion of corrective action(s): 1) Adhere 1o district process for hiring including
postings, applicarion, interviews and review of qualifications, reference checks, and
selection process, 2) Develop “nutice of assignment”™ letrer for all personne:, that includes
job title, gram funding, and ume and effort requirements, 3) Cenduct the application
process annually for all cwrent and future employees, 4) Maintain all documentation in a
safe and secure place, 5) Develop rosters with names of all personnel for sign-in and
sign-out, 6) Provide training 1o ensure employees use the biomewic clock when available
and follow arrival and departure sign-in an sign-out procedures at locations withour the
biometric clock, 7) Document ac ivity and maintain files.

Timeline for implementation: August 2009

Identification of specific staff member(s) responsible for implementing corrective
action: Interim Director and Program Specialists

2. Require the ABE Department strictly adhere to proper hiring practices to reduce the
risk of hiring unqualified employees and ghost employees:

Acknowledgement of findings and recommendarions: See acknowledgement and
corrective actions # 1. The corrective acrions noted below are an attempt 1o establish a
form of documenration. Addi.ionally, program specislists mauy provide affidavirs
regarding the existence and prov. sion of services for the 2008-2009 program year.

Description of corrective action(s): 1) Locate existing documenis and correspondence
for all 2008-2009 personnel (teachers, teacher facilitators, ete.) that demonstrares
evidence that employees were on the job (sign-in sheets, letters to staff, rosters, notes
from program participants, emails, eic., 2) For the 2009-2010 program year, require all
existing personnel to reapply annwally and provide all siaff with a letter of assignment, 3)
Align all staff with their job assignmenrt and job description, 4) Provide main:ng about the
hiring process for all s1aff and or.entanon for new employees.

Timeline for implementation: September 2009
Identification of specific staff member(s) responsible for implementing corrective

10
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action: Interim Director and Program Specialists

3. Reqguire strategic planning:

Acknowledgement of findings sind recommendations: Procure technical assistance and
leadership development for program specialist and interim director. Provide direct on-
going support 1o interim director and program specialists.

Description of corrective actior(s): 1) Provide OMB Circular 87-A training {or all staff,
2) Specifically address time and efforr requirements with all program personnel and
Transparency for program implementation and related comphance/docunentation, 3)
Procure technical assistance and leadership development for program specialist and
interim director, 4) Provide direct on-going support 1o inferim director and program
specialists, 5) Schedule a 1eam-building retreat, 6) Develop a mastec calendar, 7) Develop
a master work plan for instructicnal delivery, staff developmens, testing, and oon-capital
equipment, payroll, and, 8) implement and monitor, 9) ensure class schedules and sign-in
logs are created and maintained and aligned 10 the grants, 10) ensure expenditures are
aligned to each grant, 11) create class rosters thar idennfy each class and person
responsible for the class.

Timeline for implementation: 30-90 days

Identification of specific staff member(s) responsible for implementing corrective
action: Executive Director, Inte-im Director and Program Specialists

4. Ensure payroll reporting procedures are followed:

Acknowledgement of findings and recommendations: Employees at Dailas ISD sites
shall be required 1o use the biometric clock using the appropriate activity code —
employees at non Dallas ISD site: shall be required 10 maintain a sign-in/out log approved
and signed off by the reacher ass gned 1o thar class ar thar location.

Description of corrective action(s): See acknowledgements and recommeéndations #'s
1-3.

Timeline for implementation: -0 days.

Idennification of specific staff member(s) responsible for implementing corrective
action: Interim Director and Prosram Specialists

5. Ensure correction is made 1o program fund payroll charges:

L J

Acknowledgement of findings and recommendations: Monitor budgetr expendinires
and cross reference the expenditares with oracle financials. Run badget manager reports

11
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weekly 1o monitor expenditures.
Deseription of corrective action(s): Continue program improvements as aated above
and corrective actions #'s 1-2,

Timeline for implementation: 60 days

Identification of specific staff member(s) responsible for implementing corrective
action: Interim Director and Program Specialists

6. Requirements for an ABE program manager:

Acknowledgement of findings and recommendations: The program manager shall be
required 1o understand and implement ABE grants and manage the programs as required
by policy and according 1o the grant guidelines, The ABE Task Focce will sueet monthly
1o review and discuss the activities as defined in the audii(s)

Description of corrective action(s): See corrective actions # 3. Also will provide interim
and program specialists’ state and federal training(s) available for geant managars.

Timeline for implementation: On-going

Identification of specific staff member(s) responsible for impiementin; corrective
action: Execunive Director, Interan Director and state technical assistance leam.
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Re¢port Distribution

Board of Trustees
Michael Hinojosa, Ed.D..... ..o v neens Superintendent of Scheels
Larry THIOM oo Chief Financial Officer
Amold Viramontes................ cerrererrnerrane . Chief of Staft
Donna Micheaux.....c..covencercrencrsevvmninns R, Chief Adnunistrative Officer
RODID RYAN <o Chief Academiz Officer
Steven Korby oovvvvvvrvrnvnnnen. e ererevaervne arevre e rerees e eeereen Execurive Director Finarcial

Services
JaCK BIT0G. oo e Legal Services
Rawly Sanchez.. .. .. R Deputy Chief of Staff
JO3E TOITES vvvee vt ceveran e e e Executive Director Parent Services
Emily Ray ..o — ettt e Direcror of Grants Marazement
CONChES SIVA oo v v e e Adult Basic Education Manager
Donald R.Smith. ... e Office of Professional Responsibility
Claudia Rodriquez .......ccovvvvverevercvcvrnesanens R R Director of Hwinan Resources
Shirley BOSS oot cteenre v ceeas eevaneees Director of Employee Relutions and
.............................................................................................. Support
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